State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 1403-1139-xxx 50033718 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/FloodSAFE Program Management Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
1 Supervisory [] Lead Person Michael Mierzwa Principal Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
MAlcanta 12/17/2013
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the supervision of the Principal Engineer, Water Resources, the Office Technician (Typing) is
responsible for performing a wide range of duties in the areas of weekly reporting, contract
management, budgeting, and meeting logistics support.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance; schedule meetings; analyze information and complete work
assignments effectively; keep management and other employees informed in writing on status of
work; develop meeting agendas and keep meeting notes; review and prepare internal office
correspondence; track time and attendance records; and develop and maintain a good working
knowledge of policies, regulations, and procedures pertaining to the assigned work. The specific
duties include:

25% Prepare concise summaries of major FloodSAFE Program Management Office accomplishments
and submit these summaries on a weekly basis to the Integrated Water Management (IWM)
Significant Activities Report (SAR) for the IWM Deputy Director and Director by coordinating with
the FIoodSAFE Program Management Office staff and DWR Executive support staff. Prepare, under
the supervision of the FloodSAFE Liaison to the Central Valley Flood Protection Board, the monthly
Division of Flood Management Chief’s Report and the quarterly Central Valley Flood Protection
Plan Implementation Update Report for the Central Valley Flood Protection Board by working with
Division of Flood Management and FloodSAFE program managers to highlight key program
accomplishments relevant to the Central Valley Flood Protection Board activities. Assist with the
preparation and review of the annual written flood risk notice.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Michael Mierzwa >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 1403-1139-xxx 50033718 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

DFM/FloodSAFE Program Management Office

Percent of
Time

Activity

20%

20%

10%

10%

5%

5%

5%

Prepare draft agendas and meeting minutes for the FloodSAFE Program Management Office
monthly staff meetings under the supervision of the Office Chief. Support the logistical needs of
the FloodSAFE Program Management Office management by reserving rooms and scheduling
meetings for the managers in coordination with other meeting attendees.

Serve as Training Coordinator for the FloodSAFE Program Management Office by working with
staff to ensure their training needs are met and pertinent training resources are identified. Assist
staff by reviewing training requests and scheduling, booking, and/or canceling training, course,
class, and conference events. Enter into SAP FloodSAFE Program Management Office training
plans and review office training plans for consistency with event requests.

Prepare and review draft language for Department internal work agreements, inter-agency
memorandums of understanding, and external support contracts and task orders to assist
activities within the FloodSAFE Program Management Office, Division of Flood Management, or
Central Valley Flood Protection Board as directed by the Office Chief. Maintain a list of the above
resource augmentation agreements and update the Office Chief on the current status of these work
agreements.

Support the FlIoodSAFE resource planning activities, by reviewing key budget documents including
the FloodSAFE Bond Plan on Expenditure, proposed program Concept Papers, draft Budget
Change Proposals, water code and bond authorities specific to existing or proposed FloodSAFE
programs, and FloodSAFE implementation plans, in coordination with the Program Control Unit
and Resource Management Branch.

Support the external communication needs of Division of Flood Management executive policy and
advocacy activities by reviewing and editing external communication for consistency with
Department best practices and policies under the supervision of the FloodSAFE Communication
team. Prepare and maintain FloodSAFE informational brochures. Assist the FlIoodSAFE
Communication team to update the FloodSAFE web page.

Analyze, audit, and process Travel Expense Claims (TEC) and Travel Advance requests for
FloodSAFE Program Management Office utilizing the Department’s Enterprise SAP application.
Track the status of completion of annual Appraisal and Development (A&D) documents on behalf of
the Office Chief. Review and prepare final internal office correspondence and agendas for
FloodSAFE Program Management Office meetings on behalf of the Office Chief.

Act as back-up person for various administrative duties covered by other Division of Flood
Management office support staff including timekeeping, phone coverage, record keeping and
filling, mail distribution, data entry, and correspondence.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 1403-1139-xxx 50033718 1

APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Vacant DFM/FloodSAFE Program Management Office
Pe_rl_ci:r%rét of Activity

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal OES and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.
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	activity: POSITION SUMMARY

Under the supervision of the Principal Engineer, Water Resources, the Office Technician (Typing) is responsible for performing a wide range of duties in the areas of weekly reporting, contract management, budgeting, and meeting logistics support.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; schedule meetings; analyze information and complete work assignments effectively; keep management and other employees informed in writing on status of work; develop meeting agendas and keep meeting notes; review and prepare internal office correspondence; track time and attendance records; and develop and maintain a good working knowledge of policies, regulations, and procedures pertaining to the assigned work.  The specific duties include:

Prepare concise summaries of major FloodSAFE Program Management Office accomplishments and submit these summaries on a weekly basis to the Integrated Water Management (IWM) Significant Activities Report (SAR) for the IWM Deputy Director and Director by coordinating with the FloodSAFE Program Management Office staff and DWR Executive support staff.  Prepare, under the supervision of the FloodSAFE Liaison to the Central Valley Flood Protection Board, the monthly Division of Flood Management Chief’s Report and the quarterly Central Valley Flood Protection Plan Implementation Update Report for the Central Valley Flood Protection Board by working with Division of Flood Management and FloodSAFE program managers to highlight key program accomplishments relevant to the Central Valley Flood Protection Board activities.  Assist with the preparation and review of the annual written flood risk notice. 

	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 1403-1139-xxx
	sap personnel no: 
	sap position number: 50033718
	division: DFM/FloodSAFE Program Management Office
	mcr: 1
	percent2: 20%




20%





10%






10%





5%





5%





5%
	activity2: Prepare draft agendas and meeting minutes for the FloodSAFE Program Management Office monthly staff meetings under the supervision of the Office Chief.  Support the logistical needs of the FloodSAFE Program Management Office management by reserving rooms and scheduling meetings for the managers in coordination with other meeting attendees.

Serve as Training Coordinator for the FloodSAFE Program Management Office by working with staff to ensure their training needs are met and pertinent training resources are identified.  Assist staff by reviewing training requests and scheduling, booking, and/or canceling training, course, class, and conference events.  Enter into SAP FloodSAFE Program Management Office training plans and review office training plans for consistency with event requests.

Prepare and review draft language for Department internal work agreements, inter-agency memorandums of understanding, and external support contracts and task orders to assist activities within the FloodSAFE Program Management Office, Division of Flood Management, or Central Valley Flood Protection Board as directed by the Office Chief.  Maintain a list of the above resource augmentation agreements and update the Office Chief on the current status of these work agreements.

Support the FloodSAFE resource planning activities, by reviewing key budget documents including the FloodSAFE Bond Plan on Expenditure, proposed program Concept Papers, draft Budget Change Proposals, water code and bond authorities specific to existing or proposed FloodSAFE programs, and FloodSAFE implementation plans, in coordination with the Program Control Unit and Resource Management Branch.

Support the external communication needs of Division of Flood Management executive policy and advocacy activities by reviewing and editing external communication for consistency with Department best practices and policies under the supervision of the FloodSAFE Communication team.  Prepare and maintain FloodSAFE informational brochures.  Assist the FloodSAFE Communication team to update the FloodSAFE web page.

Analyze, audit, and process Travel Expense Claims (TEC) and Travel Advance requests for FloodSAFE Program Management Office utilizing the Department’s Enterprise SAP application.  Track the status of completion of annual Appraisal and Development (A&D) documents on behalf of the Office Chief.  Review and prepare final internal office correspondence and agendas for FloodSAFE Program Management Office meetings on behalf of the Office Chief.

Act as back-up person for various administrative duties covered by other Division of Flood Management office support staff including timekeeping, phone coverage, record keeping and filling, mail distribution, data entry, and correspondence.


	percent 3: 
	activity3: OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

	supervisor name: Michael Mierzwa
	employee name: 


